
STARS RECORD ACCEPTANCE & REJECTION 
PROCEDURES 

All transfer of Client Information, ADA Admission and Treatment Needs Assessment 
records will require the agency receiving these to manually accept or reject these records 
in STARS. Accepting the record will allow the transfer of the identified records and 
selecting Reject will deny the transfer of the record. The record (s) being transferred 
cannot be viewed by the agency receiving them prior to accepting. The only information 
viewable will appear on the Incoming Transfer Screen . Staff assigned to transfer, accept 
and reject records will need Provider Administrative permission level to perform this 
function. 
 
Record transfers can occur at two locations in STARS, either on the ASAM 
Recommendation tab under the ADA TNA screen or on the ADA Discharge Information 
screen. When either the TNA or ADA Admission record is selected to be transferred the 
Client Information record always transfers with both of these records. 
    

TNA Screen 

 
 
 
 
 
 
 



ADA Discharge Info Screen 

 
 
Once the record (s) has been selected, the Provider determined and the Release of 
Information completed, select the transfer tab below.  
 

 
 
Since the transfer of the record cannot be completed until the receiving agency accepts 
the record, STARS will provide the following prompt and then click on the OK tab to 
complete the process of sending the record. 

              



To locate the Transfer screen, to see whether the record your agency sent was accepted or 
rejected or if you have a record that has been transferred to your agency, click on the 
Transfer header below. STARS will also show how many incoming records that have 
been transferred to your agency. In the example below, it shows there is one incoming 
record. 

 
 
 
In the below example, a record has been transferred from STAR Academy for Youth to 
Bartels Counseling Services Inc. This is listed under Incoming Transfers under the 
Bartels program. The screen will list the Unique ID, client name, transferring agency and 
date of transfer. 
 

 
 
To view the above record, the user will need to click on the icon in front of the record as 
indicated above. This is a different procedure utilized in the Transfer screens from other 
applications in STARS where instead the record is clicked to open the document.   
 
 



Once the icon is clicked, the following Incoming Transfer screen will open up with the 
transfer record information. In the sample below the TNA and Client Information records 
are being transferred. 

 
 
To accept the record, click on the Accept tab and the record transfer will be completed. 
After the record has been accepted by the receiving agency which was Bartels 
Counseling, the incoming record will be removed from the transfer screen list and will 
appear as below. 
  

 
 
 
 
 
 
 
 
 
 
 
 



 
In this same example, the agency that sent the record which was STAR Academy can pull 
up their Transfer screen to see if the record was accepted or rejected. This information 
will be located under the “Sent Transfer” tab. In the below example the record has been 
accepted which is indicated by the “A” under the Status tab. The record below with the 
“R” would reflect a different record that has been rejected by the receiving agency. 
 

 
 
To review the record information that was sent, click on the Icon in front of the row or if 
the choice is to delete the information, click on the Icon symbolizing the trash can in 
front of the row. If the agency sending the record deletes the record on this screen 
before the receiving agency accepts the record, the record will be removed from 
both the sending and receiving agency transfer screens.  
 STARS will list the following prompt when the choice to delete is selected to ensure of 
the correct choice. 

                                                           
 
In an example where a transfer record is going to be rejected by the receiving agency, 
follow the same procedure to locate the Transfer screen under the Action Menu and then 
click on the Incoming Transfer tab which will list the record (s) on the screen. Select the 



record by clicking on the icon in front of the record which is being considered for 
receiving and the Incoming Transfer screen below will open. 
 

 
 
When the “Reject” tab is selected, the user will need to enter a reason for rejecting the 
record. If this does not occur, STARS will list the following prompt as a reminder.  
 
 

                                   
 
 
When the transfer record is Rejected, the agency that was transferring the record which 
was STAR Academy in this example will receive the following notice. Located on the 
Sent Transfer Screen under the Status heading will be an “R” for rejection. 
 
                                          

 



 
The sending agency can click on the record icon and the Sent Transfer screen will open 
up where the agency can find out why the record was rejected as indicated below. All 
agency transfer records either accepted or rejected will remain on the above Transfer 
screen unless deleted by clicking on the trash can icon in front of the record. 
 
 

 
 
If a provider transfers the ADA admission record, Client Information record and a TNA 
to another agency and that agency accepts all of these records, the only record that can be 
transferred again to this same agency is the TNA. The following example screen shot 
reflects where the Client Information had already been transferred or already existed with 
the receiving agency. This is indicated with the message “Client Info: Already exists”, 
and therefore this record did not transfer, but the TNA dated 1/22/2007 did even if it 
already existed with the receiving agency and another copy would be transferred. 
  
 

 
 



An example is listed below on the ADA TNA record screen where duplicate copies of the 
same TNA was transferred and accepted by the receiving agency. In the below example, 
one of the records could be deleted. 
                                                
 
 

 
 


